
NATIONAL HEADQUARTERS
WASHINGTON~ AUGHT 20, 19~2

SUBJECT:

TO:

P r e p a r a t i o n  o f  a l l  Vo u c h e r s

Al l  Coasta l  Patro l  Commanders

i .  Vo u c h e r s  w h i c h  a r e  n o t  p r o p e r l y  p r e p a r e d  t o  m o o t  t h e  e s t a b -
l i shed  p rocedure  o f  t he  Government  canno t  be  honored  fo r  payment  and  mus t
n e c e s s a r i l y  b o  r e t u r n e d  f o r  c o r r e c t i o n .  T h i s  m o a n s  d e l a y  i n  p c y i n g  y o u r
m o u  a n d  o b l i g a t i o n s .  I f  t h e  f o l l o w i n g  i n s t r u c t i o n s  a r e  o u r o f u l l y  o b s o r v c d ~
chocks  in  payment  o f  vouchers  can  be  c lea red  apprc~mato ly  two  weeks  a f te r
t h e  v o u c h e r s  a r c  r o c o i w d  a t  N a t i o n a l  H e a d q u a r t e r s .

2 . GE)~RAL INSTRUCTIONS for all Vouchers

The  fi rs_~ t  name,  m idd le  i n i t i a l  and  las t  n~n~e  o f  the  pay -
c o  ' . ; i l l  b e  g i v e n  a ~ d  t h e  m i g n a t u r o  s h o u l d  c o ~ o r m  o : m c t -
l y  ( fi rs___~ t  name,  m idd le  i n i t i a l  and  las t  n~ao)

In  case  o f  a  mar r ied  woman,  he r  g i ven  name mus t  be  used ,
as  Mrs .  Ho lou  M.  Smi th ,  no t  Mrs .  Henry  W.  Smi th .

W h e r e  a  c o F p o r a t i c m  i s  t h s  p a y e e  t h e  v o u c h e r  w i l l  b o a r
t h e  s i g n a t u r e  o f  t h e  p o r s c ~  a u t h o r i z e d  t o  s i g n  f o r  t h e
c o r p o r a t i o n  w i t h  h i s  o r  h e r  t i t l a .

b . A d d r e s s e s  o f  p ~ o o s  w i l l  a l w a y s  b e  g i v e n  a s ,

c/o

C i v i l  A i r  ~ a t r o l

(Base Commander)

( A i r p c ~ t ,  C i t y,  a n d  S t a t e

P~yoos  shou ld  n  o~_  des igna te  the i r  houo  addresses .  In  case
o f  m isce l l aneous  expenses  fo r  wh ich  voucher  No .  1034  i s
used ,  the  payee  may  des igna te  the  address  hc  chooses  fo r
c h o c k s  w i l l  b e  m a i l e d  d i r e c t  t o  k i m .

T h e  d u t i e s  p e r f o r m e d  a n d  a l l  r a t e s  f o r  P e r  D i e m ,  A i r c r a f t ,
a n d  S t a n d - b y  Vo u c h e r s  w i l l  f o l l o w  s t r i c t l y  O p o r a t i o u s
D i rec t i ve  No .  13 -B  "Re imbursement  Schedu les  fa r  Coas ta l
Pa t ro l  M iss ions "  (as  the  same may  be  o~uondod  f rom t~o
t o  t i m e ) .
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d . T h e  o r i g i n a l  o f  e a c h  v o u c h e r  w i l l  b e  s i n n e d  b y  t h e  o a y e e

and  ce r t i fied  by  the  Base  Commander.

e. Completed vouchers should a lways be checked wi th another
pe rson  a t  t he  base  be fo re  send ing  them to  Na t iona l  Head-
quar te rs .

f . Vo u c h e r s  w i l l  b e ' m a i l e d  a s  a  g r o u p  f o r  e a c h  p e r i o d  h e r e -
i n a f t e r  p r e s c r i b e d .  T h e y  ~ i l l  b e  p r e p a r e d  a n d  m a i l e d
n o t  l a t e r  t h e n  s e v e n  d a y s  a f t e r  t h e  c l 6 s e  o f  t h e  p e r i o d
fo r  vJh ich  they  a re  submi t ted .

g .  D a i l y  O p e r a t i o n  R e p o r t s  a n d  a l l  v o u c h e r s  w i l l  b e  s u b m i t t e d
h e  N a t i o n a l  H e a d q u a r t e r s  i n  d u p l i c a t e .  T h e  b a s e  s h o u l d
r e t a i n  a  c o p y  f o r  i t s  o w n  fi l e .

h .  D o  n o t  m a k e  e r a s u r e s .  A n  ~ u n a v o i d a b l e  e r a s u r e  t h a t  m i g h t
a p p e a r  s h o u l d  b e  i n i t i a l e d  a n d  d a t e d  b y  t h e  o ~  o f  t h e
voucher.

i , Do  no t  abbrev ia te .

3 . DA]~Y OP~qATIONS REPORT

a. Submi t  t o  Na t iona l  Headquar te rs  da i&~

b .  I f  a  p a r t i c u l a r  p l a n e  i s  e q u i p p e d  ~ , J i t h  b o m b  r a c k s ,  p l a c e
a n  ( A )  f o l l o w i n g  t h e  N C  n u r ~ b o r  l i s t e d  i n  fi r s t  c o l u n ~ ,  o f
t h i s  r e p o r t .

c .  L i s t  i n  t h e  c o l u m n  h c a d o d  , , P i l o t "  n o t  o n l y  t h e  n ~  o f
t h e  p i l o t  b u t  a l s o  t h e  n ~ n e  o f  t h e  o b s o r v e r  o n  e a c h  m i s s i o n .

d . I n  t h ~  c o l u m fl ' h c e A e d  ' ~ s s i o n " ,  s t a t e  t h e  n a t u r e  o f  t h e
m i s s i o n ;  i . e . ,  1 ~ C o a s t a l  P a t r o l " ,  " R a d i o  C h e c k " ,  , Te s t
F l i g h t " ,  " C o u r i e r " ,  e t c ~  N i t h  r e g a r d  t o  c o u r i e r  m i s s i o n s ,
s t a t e  t h e  d e s t i n a t i o n  .

A .  P~  D IEgVOUCHE~

a .  S u b m i t  t o  N a t i o n a l  H e a d q u a r t e r s  f o r  p e r i o d s  f r o m  t h ~  i s _ ~ t
t o  t h e  1 5 t h ,  i n c l u s i v %  a n d  t h e  1 6 t h  t o  t h e  e n d  o f  t h e
m o n t h  i n c l u s i v e .  D o  n o t  s u b n ~ t  a  v o u c h e r  c o v e r l n g m o r e
than  one  pe r iod .

b .  I f  d u r i n g  a  p a r t i c u l a r  p e r i o d ,  o n e  i n d i v i d u ~ 1  p e r f o r m s  a
d u t y  d i f f e r e n t  f r o m  o n e  h e :  p e r f o r m e d  d u r i n g  a  p ~ t  o f  t h a t
p e r i o d  a n d  f o r  w h i c h  a  d i f f e r e n t  p e r  d i e m  a l l o w a n c e  i s
s p e c i fi e d ,  s u b m i t  s c p e r a t e  v o u c h e r s .

5. A~PLANEVOUCHER

a . Submit  to Nat ional  Headque~ters for  per iods f rom the ls__~t
t o  t h e  1 5 t h ~  i n c l u s i v u ,  a n d  t h e  1 6 t b  t o  t h ~  e n d  o f  t h e
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manth~i  inc lus ive.  Do ho~ submit  a voucher cover~_/~g more than
one  pe r iod .

b . A i r p l a n e  v o u c h e r s  w i l l  c o n f o r m  w i t h  d a l l y  o p e r a t i o n s  r e p o r t s
a s  t o  N C  n u m b e r,  d a t e s  o f  m i s s i c m s ,  m i s s i o n s ,  a n d  t i n s  i n v o l v e d .
D ~  w h e t h e r  o r  n o t  t h e  s h i p  i s  e q u i p p e d  w i t h  b o m b  r a c k s .
I n s u r a n c e  c o s t s  a r e  b a s e d  o n  fl y i n g  t i m e .  I f  v o u c h e r s  d o  n o t
c o n f o r m  t o  d a i l y  o p e r a t i o n s  r e p o r t s ,  t h e  r e i n b u r s e m e n t s  w i l l  n o t
ag ree  w i th  the  insu rance  p remiums charged .

c . I f  a  p l a n e  b e c o m e s  e q u i p p e d  w i t h  b o m b  r a c k s  i n  t h e  m i d d l e  o f  a
po r ind ,  submi t  separa te  vouchers .

d . I n  t h e  c o l u m n  h e a d e d  " P i l o t "  s t a t e  t h e  n a n e  o f  t h e
t h e  o b s e r v e r. .

e .  T h e  a i r p l a n e  v o u c h e r s  s h a l l  i u c l m i o  t h e  h o u r s  a n d  m i n u t e s  o f
t i n s  i n  fl i g h t  f r o m  h o m e  b a s e  t o  p a t r o l  b a s e  f o r  e a c h  p l a n e
o r d e r e d  t o  d u t y  a n d  s h a l l  l ~ / ~ o w i s e  i n c l u d e  t i m e  i n  fl i g h t  f r o m
p a t r o l  b e s s  t o  h o m e  b a s e  v ~ h e n  p l a n e  i s  o r d e r e d  o f f  d u t y  a t  c o n -
o l u s i c a  o f  s e r v i c e .  I t  s h a l l  i n c l u d e  a l s o  t i m e  i n  fl i g h t  f o r
p u r p o s e s  o f  r a d i o  c h o c k s ,  m e t e r  t e s t s ,  w e a t h e r  o b s e r v a t i o n ,  e t c . ,
u n d e r  o p e r a t i o n s  o r d e r s .  T h o s e  fi g u r e s  s h a l l  a l s o  b e  i n c l u d e d
i n  t h e  d a i l y  o p e r a t i o n s  r e p o r t s .

f .  I f  t h e  o w n e r  o f  a n  a i r o l a n e  d o m i r e s  t o  d n s i g n a % o  a n  a g e n t  t o
s i g n  h i s  v o u c h e r s  a n d  c o l l e c t  r e n t a l  f o r  h i m ,  h o  s h o u l d  w r i t e
t o  N a t i o n a l  H e a d q u a r t e r s  f o r  t h e  p r o p e r  f o r m  o f  P o ~ o r  o f  A t t o r n e y
a n d  f u r t h e r  i n s t r u c t i o n s .

AIRCRAFT STAND-BY INVOIC~

a . S tand-by  invo ices  w i l l  be  cubm~_t tod  each  mon th  cover ing  a  pe r iod
o f  t h e  e n t i r e  m o n t h .

b .  T h e  i n v o i c e s  s h a l l  i n c l n d o  e a c h  d a y  f r o m  t h e  d a t e  o n  w h i c h  a
p i a n o  t a k e s  o f f  f r o m  i t s  h o m o  b a s e  u n d e r  o r d e r s  t o  r e p o r t  f o r
d u t y  a t  a  c o a s t a l  p a t r o l  h a s t  t o  t h e  d a t e  o n  w h i c h  t h e  p l a n e
re tu rns  to  i t s  homo base  whom o rdomod o f f  du ty  a t  conc lus ion
o f  s o r v i c o ,

VOUC~R #1034 FOR MISCELLANEOUS EXPENSES

a .  T h e s e  v o u c h e r s  a r c  o n l y  t o  b e  u s e d  f o r  m i s c e l l a n e o u s  e x p e n s e s
w h i c h  a r c  a b s o l u t e l y  n e c e s s a r y  f o r  t h e  o p e r a t i o n  o f  t h e  b a s e .
I f  i n  d o u b t  a b o u t  t h e  n e c o m s i t y  o f  a n  e x p e n d i t u r e  ~ r i t o
N a t i o n a l  H e a d q u a r t e r s  b e f o r e  i n c u r r i n g  i t .  Vo u c h e r  # 1 0 3 4  i s
n o t  t o  b e  u s e d  f o r  Tr a v e l  E x p e n s e s .  A s p e c i a l  t r a v e l  m e m o -
randum w i l l  be  fox~a~dod  shor t l y.

b .  U T I L I T Y  B i l l S .  A  s c h e d u l e  o f  r a t e s  w i l l  a c c o m p a n y  t h e  fi r s t
u t i l i t y  v o u c h e r  s u b m l t t o d  f o r  a n y  p a r t i c u l a r  c o ; ~ p e n y.  T h e
s c h e d u l e  v ~ i l l  b e  fi l e d  a t  t h e  G e n e r a l  A c c o u n t i n g  O f fi c e  a n d
f u t u r e  b i l l s  w i l l  b e  c h n s k o d  a g a i n s t  i t .
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TELEPEONE BILLS. The te lephone number and tho p lace of  In-
s t ~ . l l a t i o n  w i l l  b e  s h ~ : n .  A l l  t o l l  c h a r g e s  a n d  c r e d i t s  w i l l  b c
i t e m i z e d  e a u d  t h e  n u m b e r  o f  l o c a l  c a l l s  ~ t a t e d .  Tr ~ i s l n i t t a l  c o p i e s
o f  a n y  t e l e g r a m s  w i l l  a c c o m p ~ l y  t h e  i n v o i c e .  D o  n o t  n s o  t h q
loM~ d is t~ucc  te lephone  when  you  co~n  t ransac t  you r  bus iness  equa l l y
~ v c l l  b y  l e t t e r  o r  t e l e g r a m .

TELEGR~]PH DILLS.  Transmi t ta l  cop ies  o f  a l l  messages  T: i l l  hc  sub-
m i t t e d  w i t h  t h e  i n v o i n o .

METHOD OF P~qEPARING VOUCi~R #1034

( i ) Yo u  v ~ i l l  p r o p . a r c  t h e  o r i g i n a l  c o p y  ( ~ v h i t o )  a n d  t k r o o  c a r b o n
( y e l l o w )  c o p i e s .  T h e  o r i g i n a l  a n d  t w o  c a r b o n  c o p i e s  ~ i l l  ~ c
s e n t  t o  N a t i o n a l  H e a d q u a r t e r s .  T h e  B a s e  w i l l  r e t a i n  o n e  c a r b o n
c o p y  f o r  i t s  fi f o .  O n l y  t h e  v r h i t o  c o p y  n e e d  b e  s i g n e d  b y  t h e
p o y o o  ( t h e  p e r s o n  f u r n i s h i n g  t h e  s e r v i c e s  o r  m ~ t o r i a l s )  o ~ d
cer t i fied  by  the  Base  Commander.

I t  i s  i m p o r t c . u t  t h a t  a l l  b i l l s  o r  i n v o i c e s  b e  e x p l i c i t .  T h e y
s h o u l d  h o  d a t e d .  S h o u l d  d e s c r i b e  i n  f u l l  a n d  L u  d e t a i l  t h e
s e r v i c e s  o r  m a t e r i a l s  r e n d e r e d  a n d  i n  t h e  c a s e  o f  u t i l i t y
h i l l s  w i l l  s h o ~ 7  t h e  r o s t e r  r e a d i n g s .  B e f o r e  p r e p a r i n g  v o u c h e r s
f o r  m i s c e l l a n e o u s  e x p e n s e s  s t u d y  c a r e f u l l y  p a r a g r a p h  3 d  o f
Opera t ions  D i rec t i ve  13 -B  "Re imbursement  Schedu les  fo r  Coas ta l
P a t r o l  M i s s i o n s " .  D o  n o t  s u b m i t  b i l l s  c o v e r i n g  i t e m s  w h i c h
should be p~%id f rom the Operat ion and Maintenance al l~vancos.

(3) Ty p e  o n  f r o n t  s i d e ,  O N LY t h e  f o l l m Ti n g :

(a)  "Office for  Emergency Managomc~nt
O f fi c e  o f  C i v i l i a n  D e f e n s e

Address and Date

N~qmc o f  payee  (fi rm~ con lpany,  o r  i nd i v idua l  ronder~ ig
m a t e r i a l  o r  s o r v l c o s )

Address  o f  payee .

D a t e  o f  s e r v i c e  r e n d e r e d  o r  m ~ t o r i a l s  d e l i v e r e d .

D e s c r i p t i o n  o f  s e r v i c e  r e n d e r e d  o r  m a t e r i a l s  d e l i v e r e d
( t o  b c  s u b s t a n t i a t e d  b y  i t e m i z e d  i n v o i c e  a t t o a h o d  t o
vouchor)

C e r t i fi c a t i o n  o f  p a y c o ~  s i g n a t u r e  a n d  t i t l e  ( r o a d  c a r e f u l l y )

(a) T h i s  c e r t i fi c a t i o n  a p p e a r s  c a  t h e  , : ~ h i t c  c o p y  o n l y  i n
t h e  l o f t  c e n t e r  o f  t h e  p ~ g c .

(b) I f  t h e  o r i g i n a l  b i l l  o r  i n v o i c e  f r o m  t h e  p ~ u y o o  b o a r s
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i n  c e r t i fi c a t i o n  w i t h  p r o p e r  s l g n ~ t u ~ c  a n d  t l t l c ,  i t  i s
n o t  n e c e s s a r y  f o r  t h e  p a y e e  t o  s i g n  t h e  w h i t e  c o p y  o f
voucher #103~.

( 5 )  ~ y p o  o n  t h e  b a c k  s i d e ,  O N LY t h e  f c l l o ~ l i n g :

T h e  c e r t i fi c a t i o n  o f  t h e  b ~ s o  c o z u ~ a n d o r  a n d  h ~ v c  h i m  s i g n  i t .
I n  t h e  c a s e  o f  t o i n p n o n e  b i l l s  t h e  f o l l c w i n ~  c e r t i fi c a t i o n
shou ld  a l so  be  added  and  s igned  by  the  base  co rmandor :

" I ' c o r t i f y  t h a t  t h e  u s e  o f  t h e  t e l e p h o n e
f o r  t h e  o f fi c i a l  l o n g - d i s t ~ u c e  c c . l l s
l i s ted  he re in  ~ ' ras  necessary  i n  the  i r~ -
t o r c s t  o f  t h e  G o v e r n m e n t " .

I "

(6)     DO NOT TYPE OR SIGN ANYTEING ELSE ON EITi~ SIDE OF THIS
" VOUCHER

STUDY CAREFULI2f T~ EXA]~LES 0F ALL VOUCk~S ATTACHED.

By d i rec t i on  o f  Na t iona l  Oo~e~dcr  JOHNSON:

Char les ~.  Chase
Fiscal  Dopartn1~nt

M-2249




